Job Description
Job Title: Township Manager
Position Type: Regular Full-time
Reports to: Township Board
FLSA Status: Exempt
Prepared By: Al Meshkin
Prepared Date: June 25, 2024

The Township Manager preforms a broad range of general and complex administrative activities to ensure the efficient, effective, responsive and proactive operation of Laketown Township.
ESSENTIAL JOB FUNCTIONS:
The Township Manager shall perform the following essential functions. These examples do not include all the duties which the Township Manager may be expected to perform as needs and circumstances of the Township change daily and over time.
1. Prepare the Township Board meeting agenda and supervises the preparation of background information, packets and agenda items for distribution to Board Members.
2. The Township Manager shall prepare, present and implement the annual budget for the Township.
3. Serve as the Finance Director of the Township overseeing general bookkeeping, investments, purchasing, payroll and related official records.
4. The Township Manager supervises all Township employees in the day-to-day operation of the Township and serves as the Personnel Director of the Township.
5. Attends meetings with other units of government, businesses, citizens and interest groups as necessary and directed by the Township Board. Reports results of those meetings to the Township Board.
6. Serve as the Freedom of Information Act Coordinator for the Township.
7. Serve as the Township representative and member of the board of directors of the Friends of the Felt Estate.
8. Manage and oversee all Township infrastructure projects.
9. Manage and oversee all Township owned properties.
10. Keeps abreast of legislative and regulatory developments, new administrative techniques, and current issues through continued education and professional growth. Attends conferences, workshops, and seminars as appropriate.
11. Serves as the Township's primary liaison with attorneys, engineers, consultants, news media, neighborhood organizations, other communities, and other agencies in a manner that will not infringe upon official responsibility ofthe Township Board.
12. Handles public complaints and seeks solutions in a timely manner
13. Serves as the primary contact on all inquiries to the Township from federal, state, and county officials.
14. Performs such other duties as may be required of him/her by ordinance, or direction of the Township Board, or which are not assigned to some other township official.
REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND MINIMUM QUALIFICATIONS:
The requirements listed below are representative of the knowledge, skills, abilities and minimum qualifications necessary to perform the essential functions of the position. Reasonable accommodations may be made to enable individuals with disabilities to perform the job.
· Bachelor's Degree in Public Administration, Urban and Regional Planning or a related field with five years' experience in public or business administration.
· Thorough knowledge of the principles and practices of modern office procedures. [image: ]Thorough knowledge of Township services and operations to effectively direct and assist the public.
· Ability to master new technologies including computers and related software.
· Ability to evaluate complex records and data and prepare clear and accurate reports. [image: ] Skill in addressing public inquiries and internal issues with professionalism, tact and diplomacy.
· Proper judgment, initiative and resourcefulness when dealing with the employees,
Township officials, professional contacts, community leaders, the media, and the public. [image: ] Ability to exercise a high degree of diplomacy in sometimes contentious or confrontational situations.
· Ability to critically assess situations, problem-solve and work effectively under stress, within deadlines and changes in work priorities.
· Ability to attend meetings outside of normal business hours, travel to other locations.
PHYSICAL DEMANDS AND WORK ENVIRONMENTS:
The physical demands and work environment characteristics described here are the representative of those an employee encounters while preforming the essential duties of the job. Reasonable accommodations may be made to enable individuals with disabilities to preform essential functions.
An employee in this position spends the majority of their time in an office setting with a controlled climate where they sit and work on a computer for extended periods of time, communicate by telephone, email, or in person, and move around the office to assist customers and complete other administrative duties. The noise level in the work environment is usually quiet.
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